
   

Revised 1/19/07 1 
 

Working for Washington State  
SEARCH FOR JOBS    

 
There are several ways to search for jobs.  The following pages will review these 
methods. 
  
You can search for jobs whether you have registered or not.   
 
 To search for jobs without registering, click on Search Job Openings on the 

careers.wa.gov website. 
 
 To begin a job search once registered, click on Search for Jobs under My 

Job Search and Applications.   
 

 
 
 
View All Job Openings 
 
You can view a list of all job postings by doing a “wide open” search.  
 

1. Leave the Full Text Search blank and leave all of the search criteria at 
the default (“select”) setting. 

 
2. At the bottom of the page, click on the icon to the right of General Search 

Settings. This will expand the search settings box.   
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3. Delete the 100 in the Maximum Number of Hits field and click Start 
Search. You will get a list of all current job openings.  

 
 
 
 
 
 
 
 
 
 
Full Text Search 
 
This search is useful when searching for a specific job title or a career category.   
 

1. Type the job name or category in the field under Full Text Search.  For 
instance, to search for administrative jobs, type in the word 
administrative. If you’re not sure of the exact title, you can enter a partial 
term with an * (asterisk) before and after to search for all postings that 
include that term. For example, type *admin* and you will find job postings 
that include terms like “administrator”, “administrative” and 
“administration”.  

 
2. Further define your full text search by selecting a Search Method.  Select 

the down arrow to see a drop down box and you will see three alternative 
ways to search.   (For an example of a broad search, search on 
*administrative*; and click on Start Search.) 

 

 
 

3. You can further refine your search by selecting any of the criteria in the 
next section, or you can leave the criteria at the default settings to view all 
jobs that include the desired text.  
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Searching Using Specific Criteria 
 
You can filter your search by selecting any or all of the categories shown: city, 
county, agency (“Industry”), career category, responsibility level, work type, 
salary range, and working time. 
 

1. To select more than one entry in a category just click your mouse on 
your first choice, and, while holding down the control key, click on the 
other selections within that category.   

 
2. If you want to view jobs anywhere in the state, leave the county and city 

criteria on the default (“select”) setting. Selecting Statewide will give you 
those job postings that include multiple locations across the state, it will 
not give you a listing of all jobs statewide. You can select multiple 
locations, including Statewide, by holding down the control key while 
making your selections.   
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3. Once you have selected your desired search criteria, click on Start 
Search. This will give you the 100 most recent job postings that meet your 
search criteria.  

 
4. If you want to see more than 100 jobs, delete the 100 default number in 

the Maximum Number of Hits field under the General Search Settings, 
and click on the Start Search button. 

 
Save a Search 
 
When you are logged in, you have the ability to save a search and use the same 
criteria for future searches.  
 

1. To save a search click on Return to Search.   
 
2. Give your search a name (e.g. administrative). 

 
3. Click Save Search.   

 
4. The next time you want to perform the search you may select it from the 

drop down box and click Start Search. 
 

 
 
View Job Postings 
 
Search results are shown in a list similar to the one below.  
 

1. Click on the title in the Job Posting column to see a specific posting. 
  

2. To apply for a job, click on the blue box and then click the Apply/Display 
Application button.   

 
3. To add a job posting to your favorites click on Add to Favorites. 
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Assistance 
 
If you need assistance with this process, please contact the Department of 
Personnel at 360 664-1960 or 1-877-664-1960 or send an e-mail to 
Information@dop.wa.gov 
 
If you have a question about a particular job opening, contact the hiring agency. 
 
The state of Washington is an equal opportunity employer.  Persons with a 
disability who need assistance in the application or testing process, or those 
needing this announcement in an alternative format, may call (360) 664-1960 or 
Telecommunications Device for the Deaf (360) 664-6211. 
 
To view other Job Seeker help documentation close this document and return to 
http://www.careers.wa.gov/help/. 
 


